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Knowledge Transfer Questionnaire for Exiting Employees 

 

1. Position Title: __________________________________________________ 

 

2. Email Address: ___________________________________________________ 

 

3. Forwarding Email Address: ________________________________________ 

 

4. Computer/ Email password: ______________________________________ 

 

5. Telephone number: _________________________ 

 

6. Forwarding Telephone number (if available): __________________________ 

 

7. Have your email and computer files been purged? (circle one) 

 

Yes  No 

 

8. Has your exit interview been scheduled? 

 

 

9. What are your current responsibilities (with pending work, action steps , next 

steps and contacts)? 

 

 

 

10. What do you consider to be the 5 most immediate needs in your work or 

program? 

 

 

 

 

 

11. Please list your most important contacts – include why they are important, 

phone number, email address, mailing address and any notes you feel are 

important: 

 

 

 

If the employee has not completed a Knowledge Transfer Questionnaire in the past six 

months, complete the questions provided in it as well, and use the responses to identify 

gaps and strategies for closing them. 


